City of Beaumont

Purchasing Process




Process for purchases under $2,500

Verify budget before
proposing purchase

Director Head
approval for
purchase

Place order with
existing vendor. If the
vendor is new, follow

the next step

Verify that all items or
services were
received or
completed

!

Place the order with
vendor

If new vendor, have
Vendor Info Form and
W9 completed and
sent fo Justine in
Finance

Obtain the invoice for
those items or services

Write GL Code on the
invoice

Have Dept Head review
the invoice and sign for
approval

Turn the invoice into Jackie
in Finance for payment



Process for Purchases over $2,500 but

Verify budget
before proposing
purchase

Create arequisition
for approval. Follow
all requisition
guidelines via policy

Place order with
existing vendor, or
follow procedure to
have them set up

under $25,000

Verify that all items
or services were
received or
completed

Use PO to place the
order with the
vendor

Once approved the
requisition will be
turned into a PO

and can be printed

Obtain the invoice
for those items or
services

Write or attach PO#
on/to the invoice.
Write down any
distribution amounts
if applicable

Have Dept Head
review the invoice
and sign for
approval

Turn the invoice into
Jackie in Finance
for payment




Processes for purchases over $25,000

®» Follow all policy and procedures in
preparing a presentation for council.




Important deadlines

Invoices
due by

f

w/o PO
Tuesday at
2pm

:

With PO

Wednesday
at 10am

Requisition
approval
path/
schedule

( Department Head

approval- immediate

( Budget Specialist-by EOD ‘
Wednesday

Finance Director -
Thursday morning

_[ City Manager - EOD

Thursday

" Council Approved - EOD |
Thursday

e

Finance creates PO -
Friday




Who can help mee

Budget Analyst

*Budget

* Requisition
approval

* Grants

* CFD payoff

*Project
accounts

I Jackie

e Accounts
Payable

*Vendor History
and
Information

*Creates POs

*Legal
accounts

e Amazon acct
admin

e Simplifile
account
admin

*Public
Purchase acct
admin

* UPS Shipping

Jennifer

*Bonds

e Transit
Accounfing

*DIFs

* TUMF reporting

* MSHCP
reporting

*Developer
agreements

* Manages
Budget Analyst

Justine

e Accounts
Receivable

*New Vendor
Setup

e Creates
Invoices

* Weed
Abatement

*Voyager Cards

* Credit Card
Licison

* Transit Stickers

* UPS Shipping

| Lisa

*GL Account
management

* Amazon
approval

* Quill approval

* Requisition
approval

* Manages

Accounting
Technicians




